
On the Georgia Secretary of State home page click on Corporations 



On the Corporations page put your cursor over “Create or Change an 
Entity”  and click “Create a New Entity” 



Select and click on “File Corporation Online” 



After reviewing the information provided on the this screen, please click 
the “Click to Continue” button 



You will need to have a Username and Password to continue with your 
online filing.  If you need to create a username and password, please click 

on the link Register for a cGov360 account. 



Create your Username and Password, populating all information fields and 
click “Register” (please remember to record your username and password 

for future reference) 



You may now enter your Username and Password, click “Log On” 



Upon log in, you will be directed to the “Services Management” tab.  Click 
the “Business Filings” tab. 



Click on the link representing the type of filing you wish to perform 



The Filing Procedures page informs you of what information is required for 
this type of filing.  Click the “Next” button when you have read this 

information 



If you have a name reservation, you may enter the Name Reservation 
Number on this page.  If you do not have a Name Reservation Number, you 

may leave this blank.  Click “Next” 



On the Index page populate the required information for your entity  



On the Index page populate the required information for your entity and note 
that there are additional information fields required as you scroll down * 



*Note the following for completing the Index section for filing your Business 
Information: 
 
Corporate Name: Enter the name exactly as you wish it to read on your 
certificate.  Do not enter the corporate indicator (Inc., Company, etc.) into the 
Corporate Name field.  You may select your corporate indicator from the 
Business Suffix dropdown box. 
 
Effective Date: The effective date will default to the date you enter the 
information and submit to back office for review.  If you wish to enter a post-
effective date, up to 90 days, you may do so.   
 
Filer:  The filer information is the name and contact information of the person 
or organization who is submitting the filing.   
Select the type of filer, Individual or Organization, then enter the name, 
address, and email information in the provided fields. 
If there is more than one filer, you may click “Add Filer” to provide the 
additional information.   

 



Scroll down on the “Index” page and populate the required information for 
your “Filer”  



*Note the following for completing the “Index” section for your “Filer”: 
 

Business Addresses: 
Select the Address Type, US or International, for your Principal Office Address.  
Enter the information for your principal office address in the fields provided.  
This address may be a P.O. Box. 
 
Registered Agent: 
At this time, the dropdown box is not preloaded with commercial registered 
agents so it will be necessary to enter your registered agent information. 
Select ‘Yes’ and enter the full name of your Registered Agent, email address, 
Georgia street address, and county information in the fields provided.  The 
Registered Agent address MUST be a Georgia street address and cannot be a 
P.O. Box or mail drop. 

 



Continue scrolling down on the “Index” page and populate the required 
information for your “Incorporator”  



*Note the following for completing the Index section for filing your 
Incorporator: 
 
Incorporator: 
Select Individual or Organization, then enter the name, address, and email 
address of the Incorporator in the fields provided.   
If there is more than one Incorporator, you may click the “Add Incorporator” 
button to enter the additional information.   
 
Share Information: 
Provide the number of shares in the Quantity field. 
 
Optional Provisions: 
You may enter optional provisions in this space if you require your articles of 
incorporation to include more information than what you have entered in this 
process. 

 



Continue scrolling down on the “Index” page and populate the required 
information for your approved “Signers”, upon completion click “Next”  



*Note the following for completing the Index section for filing your 
Incorporator: 
 
Signature Block: 
This screen will allow you to provide the signature for the document you are 
filing.  Enter the name, address, and capacity of the signer in the provided 
fields. 
 
If there is more than one signer, you may click “Add Signer” to enter the 
additional information.   
 
Click “Next”. 

 



You may make your delivery selection by choosing from the dropdown 
options, None, Next day service, or Same day of the request. Click “Next”. 

  



This page will show you the amount due and provide the Payment Type 
options.  ACH feature is not currently available, please select “Credit”. Click 

“Next”. 



Enter the payment information and click “Next”. 
  



Once your payment is accepted, you may click “Next” to continue with your 
filing.  Please see note on next page  

  



*Note the following for completion of the Validation Screen: 
 
Validation: 
The Validation page allows you to review the information you have entered.  
Please review and scroll to the bottom of the page. 
 
If you find you need to make a correction or change, click the “Back” button at 
the bottom of the page.  Continue to click “Back” until you reach the screen 
where you can make the necessary changes.  Then click the “Next” button 
until you reach the Validation page again. 
 
When you information is entered as intended, click the “Submit to Back 
Office” at the bottom of the “Validation Page” to deliver your filing to our 
office for review.   

 



Note: The above notification is not an error…… it is the process needed to 
submit your filing. Please make sure to scroll all of the way through this 
document and “Submit to Back Office”.  You MUST click “Submit to Back 

Office” to have SOS staff formally process the filing.  This is the number one 
issue that leads to a delay in filings being processed 



Upon completion at the bottom of the document click “Submit to Back 
Office” 

  



When your filing has been successfully delivered to our office for review, you 
will be returned to your “Services Management” tab, and your filing will be 
shown in the Received Services section of this page.  If your filing IS NOT in 

the “Services Management” tab SOS staff CANNOT process 


